


T̄he word processor component of OpenOffice.org
F̄ree alternative to Windows' MS Word

C̄an be used to create documents such as reports and letters

File extension is .odt



How to open writer

Applications >> Office >> OpenOffice.org Word Processor

ÅDouble-click on the desktop shortcut

ÅClick on the icon on the panel



THE INTERFACE 

Title Bar 
Menu Bar

Standard

Toolbar Formatting 

Toolbar 

Status Bar 





¸

File >> New >> Text 

Document 

¸ New icon in the standard 

toolbar. 

¸ Ctrl + N 



Å

File >> Open 

¸

Open icon in the standard 

toolbar 

¸

Ctrl + O 

OPENING AN EXISTING DOCUMENT 



ÅChoose which file to open.

OPENING AN EXISTING DOCUMENT 

Å Click OK. 



Å File >> Save 

Save icon in the standard 

toolbar 

Ctrl + S 

SAVING A DOCUMENT (.ODT) 



Type the file name in the Name text box . 

SAVING A DOCUMENT (.ODT) 

Å Choose in which folder to save . 



Click Save. 

SAVING A DOCUMENT (.ODT) 



SAVING AS MS WORD (*.DOC) 

File >> Save As
Å Type the file name in the Name text box. 



ÅChoose the file type. 

SAVING AS MS WORD (*.DOC) 

Click save



l Save icon in the standard toolbar

ÅZooming controls

Zoom drop-down menu in the 

standard toolbar

ÅPage Preview

Page Preview icon in the 

standard toolbar

ÅFile >> Page Preview

The Print File Directly icon in 

the standard toolbar



Undo icon in the standard toolbar

ÅCtrl + Z

UNDOING & REDOING CHANGES

File >> Print



¸ Non -consecutive texts 

Hold down Ctrl key 
¸ Select All 

Ctrl + A 

ÅSelecting text
ÅJust click and drag on the texts you want to highlight

ÅPasting texts

ÅCopying texts standard toolbar

Copy icon in the l Right-click >>  Paste 

WORKING WITH TEXT 

Paste icon in the 

¸ Copy icon in the 
¸ 

Right-click >>  Paste 

standard toolbar ¸ Edit >> Paste

¸ Right-click >> Copy
¸ 

Ctrl +  V

¸ Edit >> Copy

¸ Ctrl + C



Cutting text 

¸ Cutting text 

¸ Cut icon in the standard toolbar 

¸ Right -click >> Cut 

¸ Edit >> Cut 

¸ Ctrl + X 



FORMATTING IN WRITER

FORMATTING CHARACTERS & PARAGRAPHS
ÅUsing the Formatting toolbar

ÅInserting special characters

Alt + 164 (if you are using OpenOffice for Windows) 



FORMATTING PARAGRAPHS 

F̧ormat >> Paragraph 

¸ Bullets On/Off or Numbering On/Off icon in the formatting 

toolbar 

¸ Format >> Bullets and Numbering 

¸ Right -click >> Numbering/Bullets 



LINE NUMBERING 

¸ To restart line numbering on a specific paragraph:

ï Click on the line where you want to restart the line numbering.

¸ Tools >> Line Numbering 



¸
To restart line numbering on a specific paragraph: 

ïGo to the Numbering tab. ÅTo restart line numbering on a specific 

paragraph: 
ïUnder 

Line umbering
, check Restart at this paragraph. 



ÅTo restart line numbering on a specific paragraph:

ÅTo remove line numbering on a 

specific paragraph:
Select the block of paragraphs or text where 

you want to remove the line numbering.

Go to Format >> Paragraph.

Go to the Numbering tab.



TOOLS IN WRITERTOOLS IN WRITER

¸ Edit >> Find and Replace 

¸ Ctrl + F 

ÅFind and Replace
ÅWord count

Tools >> Word Count



FORMATTING PAGES
¸ Insert >> Manual Break 

¸ Ctrl + Enter 

Å 

Insert a header or a footer. 

¸

Insert >> Header (

or Footer) >> Default ( or All) 

Format >> Page

ÅInserting page break



INSERTING PAGE NUMBERS 

Å Put the cursor inside the header or footer. 

Å Insert >> Fields >> Page Number 



WORKING WITH TABLES

INSERTING TABLES

¸ Insert >> Table 

¸ Ctrl + F12 

¸ Table icon in the standard 

toolbar. 



¸ Press the tab key or the arrow keys. 



DELETING TABLES

DELETING TABLES

Table >> Delete >> Table



SORTING DATA

SORTING DATA

Å Check the appropriate boxes and click OK . 


